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Late  Again! 

As  you  may  have  noticed,  you  did  not 
receive  a  July  issues  of  News  &  Views. 
We  apologize  for  this.    Due  to  vacation 
schedules  and  moving  (see  Feature  ar- 
ticle below),  time  just  slipped  by.    We 
have  extended  this  issue  to  include  part 
of  September's  training  calendar  to  ac- 
commodate the  tardiness. 


Feature 

ISD  Reorganizes 

The  Information  Services  Division  (ISD) 
has  undergone  a  reorganization  designed 
to  deal  more  effectively  with  the  rapid 
changes  in  technology  and  accelerated 
growth  in  agency  needs  in  all  areas  of 
information  services.    Our  goal  has  been 
to  create  an  organization  that  will  pro- 
vide improved  management  of  informa- 
tion services  as  an  integrated  service  in- 
corporating data  processing,  telecom- 
munications, office  systems  and  informa- 
tion management  in  general.    More  spe- 
cifically, we  recognize  a  need  to  improve 
our  ability  to  manage  networks,  provide 
application  development  and  support 
services  for  multiple  computer  plat- 
forms, improve  responsiveness  to  agency 
problems  (ie,  provide  one  central  "help 
desk"  and  improve  problem  and  change 
management),  improve  the  cost  effec- 
tiveness of  mainframe  processing  and  to 
more  effectively  deal  with  the  integra- 
tion of  data  processing,  telecommunica- 
tions and  office  system  technologies. 


We  believe  that  this  new  organization 
will  better  utilize  the  technical  resources 
of  the  division  and  result  in  improved 
services  to  the  agencies.    These  benefits 
will  be  achieved  within  existing  FTE 
limitations  even  though  the  volume  and 
diversity  of  activities  ISD  is  responsible 
for  continues  to  grow  at  a  very  rapid 
rate. 


Organizational  Structure 

The  new  organization  consists  of  three 
bureaus  and  a  comprehensive  staff 
group.   The  following  summary 
describes  briefly  the  overall  function  and 
key  staff  makeup  for  each  of  these  ar- 
eas in  the  new  organization.    If  you 
have  a  need  for  more  detailed  informa- 
tion please  contact  the  ISD  administra- 
tive office  to  acquire  an  organization 
chart  and/or  give  the  administrator, 
Mike  Trevor  a  call  at  ext.  2700. 


Summary  of  changes: 

A  new  Assistant  Administrator  position 
has  been  established  to  head  up  the 
Office  of  Policy,  Research  and  Develop- 
ment   Tony  Herbert  heads  up  this  staff. 
This  group  has  a  wide  variety  of  respon- 
sibilities, some  of  which  include;  first 
line  control  and  coordination  of  Infor- 
mation Services  and  the  appropriate 
integration  of  technologies  in  state  gov- 
ernment; coordinate  the  establishment 
of  statewide  standards,  procedures  and 
rules;  contract  management  services 
(RFPs,  RFQs,  Term  Contracts,  etc); 
division  budget,  cost  recovery  for  the 
division;  and  provide  a  single  focal  point 
of  coordination  and  support  for  activities 
which  are  common  to  both  state  and 
local  government  (9-1-1,  data  processing 


and  communications,  records  manage- 
ment, etc). 

Under  him  are  the  following  units  and 
management  team: 

•  Financial  Services  -  Jim  Christnacht 

•  Local  Government  Services  -  Larry 
Peterson 

•  Computing,  Policy  and  Development 
-  Sharon  Ranstrom 

•  Telecom,  Policy  and 
Developement  -  Jim  White  (replaces 
John  Aubry,  who  is  leaving 
Montana) 


Dave  Marshall  is  the  Chief  of  the  Tele- 
com/Network Services  Bureau  with  re- 
sponsibilities for  all  telecom  networks, 
telephones,  data  workstations  (including 
operating  systems),  Change  Coordination 
and  a  central  HELP  DESK. 

•  Network  Facilities  Operations  -  Carl 
Hotvedt 

•  Data  Network  Design  and  Tech  Ser- 
vices -  Terry  Kramer 

•  Agency  Services  &  Coordination  - 
Wendy  Wheeler/Debbie  Foster  (job 
share)  Note:  this  section  will  handle 
registration  for  training  classes. 


Jeff  Brandt  is  the  Chief  of  the  Applica- 
tion Services  Bureau  with  responsibilities 
for  multi-platform  services  (ie,  PC's, 
mainframes,  etc.)  in  the  following  areas: 
application  project  development,  appli- 
cation software  support  and  end-user 
computing. 

•  Project  Development  -  Jim  Sheehy, 
Mary  Anderson  and  John  Clark 

•  Application  Software  Support  (in- 
cludes database)  -  Gary  Poepping 

•  End  User  Computing  (office  sys- 
tems, etc.)  -  Randy  Holm 
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Paul  Rylander  is  Chief  of  the  Central 
Computer  Operations  Bureau  with  re- 
sponsibilities for  mainframe  operations 
and  production  support  services  along 
with  records  management  operations. 

•  Production  Services  -  Dave  Smith 

•  Technical  Services  -  Joe  Beausoleil 

•  Records  Management  Operations  - 
Lynn  Keller 


Office  Locations  and  Phone  Numbers 

Training  Center:    The  training  center 
has  been  temporarily  moved  to  the 
Computer  School's  facility  located  on 
the  2nd  floor  of  the  power  block  (see 
June's  News  &  Views  for  directions.    It  is 
ISO's  long  term  intent  to  re-establish  a 
larger  central  training  facility  in  the 
Capital  complex  area.    We  will  keep 
you  informed  as  our  plans  progress. 

ISD  Administrative  Offices:    The 
Administrator  and  Assistant  Administra- 
tor's office  will  be  on  the  second  floor 
in  the  south-west  corner  of  the  Mitchell 
Building  (formerly  Telecommunications 
Bureau).    Most  of  the  offices  for  the 
new  Policy,  Research  and  Development 
Group,  reporting  to  the  Assistant  Ad- 
ministrator, will  be  in  the  same  general 
area  on  the  second  floor.    However, 
some  of  the  staff  will  be  on  the  first 
floor  and  possibly  in  other  locations 
close  by.    Administration  staff  can  now 
be  reached  at  444-2700. 

Application  Services  Bureau:    All  offices 
for  the  Application  Services  Bureau  will 
be  located  on  the  second  floor,  west 
wing  of  the  Mitchell  Building  (formerly 
Systems  Development  Bureau).    The 
main  phone  number  for  staff  of  this 
bureau  is  444-3987. 


Central  Computer  Operations  Bureau: 
Nearly  all  of  the  Central  Computer  Op- 
erations Bureau  offices  will  remain 
where  they  currently  are  in  the  east  side 
of  the  basement  of  the  Mitchell  Build- 
ing.   Records  Management  Operations 
will  remain  in  its  current  facility  on 
Bozeman  Avenue.   The  main  phone 
number  for  this  bureau  is  still  444-2860 
except  for  Records  Management  which 
is  still  444-2716. 

Telecom/Network  Services  Bureau: 
The  new  Telecom/Network  Services  Bu- 
reau will  occupy  most  of  the  west  side 
of  the  basement  of  the  Mitchell  Build- 
ing.   The  cafeteria  will  be  remodeled  to 
offices  and  house  most  of  these  people. 
The  Bureau  Chief  will  be  located  where 
the  Administrative  offices  have  been  (ie, 
room  #22).    Staff  from  this  bureau  can 
be  reached  at  444-2973. 

During  this  transition,  if  you  need  to  get 
in  contact  with  someone  and  are  having 
problems,  we  suggest  you  contact  the 
HELP  DESK  (2973).    They  can  either 
give  you  a  phone  number  or  take  a 
message  and  find  the  person.    Hopeful- 
ly, this  brief  summary  will  be  helpful  for 
you  when  dealing  with  ISD.    During  this 
transition  time  there  will  be  considerable 
inconvenience  for  all  of  us.    We  apolo- 
gize for  that  inconvenience. 

NOTE:    The  Mitchell  Building  Cafeteria 
has  re-located  to  the  basement's  north- 
west corner  (Room  24  -  what  used  to  be 
the  Information  Center  Bureau). 
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Microcomputer 

Important  Warning  on  IBM  PS/2  Model 
55SX 


Some  of  the  IBM  Personal  System/2 
Model  55SX  computers  were  shipped 
with  power  cords  manufactured  by 
MultiTech.    If  you  have  one  of  these 
systems,  check  the  power  cord.    If  they 
were  manufactured  by  MultiTech,  then 
you  should  call  IBM  for  a  replacement. 
Evidently  there  is  a  defect  in  the  cords 
and  they  may  cause  system  problems. 


Is  Your  Okidata  Printer  Printing  Wrong? 

Are  you  having  problems  printing  your 
WordPerfect  documents  on  your 
Okidata  printer?    Are  your  top/bottom 
margins  and  page  breaks  printing  all 
wrong?    You  can  temporarily  solve  this 
problem  by  changing  the  top/bottom 
margins  in  your  Wordperfect  document 
to  0"  (Shift  F8-Format,  2-Page,  5-Mar- 
gins,  change  top/bottom  margins  to  0", 
F7-Exit).    The  output  appears  to  be  fine 
in  printed  form,  however,  page  breaks 
in  WordPerfect  document  are  not  cor- 
rect, and  the  document  does  not  appear 
as  it  should  in  View  document  in  Word- 
Perfect. 

A  permanent  solution  is  to  update  your 
WordPerfect  printer  driver  for  the  Oki- 
data printer  to  release  date  5/18/90.    An 
earlier  release  will  not  correct  the  prob- 
lem.   If  you  bring  a  formatted  diskette 
to  the  End  User  Computing  Group 
(Room  224  or  225)  we  will  give  you  the 
updated  printer  driver. 

To  update  a  printer  definition  in  Word- 
Perfect, simply  do  Shift  l^^-print,  S-se- 
lect,  highlight  the  Okidata  printer  and 


type  U-update.  You  will  be  prompted 
to  insert  a  diskette,  place  the  updated 
printer  driver  into  the  drive  and  press 
enter. 

You  will  also  need  to  change  the  page 
offsets,  (Shift  F7-print,  S-select,  E-edit, 
F-forms)  scroll  through  the  list  until 
8.5"  X  11"  form  is  highlighted,  3-Edit,  5- 
Page  offsets,  change  top  offset  to  1", 
press  exit  until  you  reach  the  WordPer- 
fect document  screen. 

Caution:    Any  documents  created  with  a 
top/bottom  margin  equal  to  0"  because 
of  the  temporary  solution  above  will 
need  to  be  changed  back  to  1".    The 
easiest  thing  to  do  is  delete  the  [T/B 
Mar:0"]  code  from  Reveal  Codes. 

If  you  would  like  to  get  a  copy  of  these 
new  printer  drivers,  contact  Melanie  or 
Irvin  from  End  User  Computing  of  the 
Application  Services  Bureau. 


New  Electronic  Mad  User  List  Available 

There  is  a  new  User  List  for  Electronic 
Mail  available.    It  is  dated  August  1, 
1990.    If  you  would  like  a  copy  of  it, 
contact  Sherry  Leone  of  the  ISO's  Help 
Desk.    She  will  be  happy  to  send  you 
one. 
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All  classes  will  be  held  at  the  Power  Block  second  floor  training  room  unless  specified 
elsewhere.    There  is  a  limit  of  12  participants  per  class,  unless  otherwise  announced 
Demonstrations  (minis)  locations  will  be  announced  separately  with  a  limit  of  20  partici- 
pants. 


The  cost  of  the  classes  are  as  follows: 


Class  Name 

Introduction  to  TSO/SPF 

Introduction  to  JCL 

Culprit  for  Programmers 

Culprit  Programming  for  IDMS 

Personal  Services/PC 

Personal  Manager 

Beginning  Microcomputer  Skills 

Fundamentals  of  DOS 

Intermediate  DOS 
Introduction  to  WordPerfect  5.0 
Advanced  WordPerfect  5.0 
Conversion  WordPerfect  4.2  to  5.0 
Introduction  to  WordPerfect  5.1 
Conversion  of  WordPerfect  5.0  to  5.1 
Introduction  to  Lotus  1-2-3  (Rel  2.2  or  3, 
Advanced  Lotus  1-2-3  (Rel  2.2  or  3.0) 
Conversion  of  Lotus  2.01  to  2.2 
Conversion  of  Lotus  2.01  to  3.0 
Spreadsheet  Design  and  Documentation 

*  Lotus  1-2-3  Macros 

Introduction  to  Lotus  1-2-3  Databases 
Micro  Database  Concepts  and  Design 

*  Beginning  R:Base  for  DOS 
Intermediate  R:Base  for  DOS 
PFS:Professional  File 
Freelance 

Using  Novell  Network 
Demonstrations 

*  New  rates  as  of  July  1,  1990 


Subscriber 
$  50.00 
200.00 
250.00 
100.00 
30.00 
30.00 
50.00 
50.00 
50.00 
75.00 
75.00 
50.00 
75.00 
50.00 
75.00 
75.00 
50.00 
50.00 
50.00 
100.00 
100.00 
50.00 
125.00 
100.00 
40.00 
40.00 
25.00 
FREE 


0) 


Non- 
Subscriber 
$  50.00 
200.00 
250.00 
100.00 
30.00 
30.00 
70.00 
70.00 
70.00 
105.00 
105.00 
70.00 
105.00 
70.00 
105.00 
105.00 
70.00 
70.00 
70.00 
140.00 
140.00 
70.00 
175.00 
140.00 
60.00 
60.00 
35.00 
FREE 


Length 
in  Days 
1 
4 
5 
2 

h 
1 
1 
1 

1 

ih 
1 

2 
2 
h 
is 
1 
2 
2 
1 
25, 
2 
1 
1 
h 
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Data  Network/  Mainframe  Qasses 

Sept  14  am  Personal  Services/PC 

Sept  14  pm  Personal  Manager 

Sept  17-20  Introduction  to  JCL 

Microcomputer  Qasses 

Aug  13  &  14  am  Introduction  to  WordPerfect  5.1 

Aug  15  &  16  Introduction  to  Lotus  1-2-3  Rel  3.0 

Aug  20  &  21  am  Advanced  Features  of  WordPerfect  5.0 

Aug  22  &  23  Introduction  to  Lotus  1-2-3  Rel  2.2 

Aug  27  &  28  am  Advanced  Features  of  WordPerfect  5.1 

Aug  29  am  Conversion  of  WordPerfect  5.0  to  5.1 

Aug  29  pm  WordPerfect  5.1  Tips  and  Tricks 

Sept  4  Beginning  Microcomputer  Skills 

Sept  5  Spreadsheet  Design  and  Documentation 

Sept  6  &  7  Introduction  to  Lotus  1-2-3  Rel.  2.2 

Sept  10  «fe  11  am  Introduction  to  WordPerfect  5.0 

Sept  12  Intermediate  DOS 

Sept  13  pm  Conversion  of  Lotus  1-2-3  2.01  to  2.2 

Sept  20  &  21  am  Introduction  to  WordPerfect  5.1 

Sept  24  Microcomputer  Database  Concepts  and  Design 

Sept  25  &  26  Beginning  R:Base 

Sept  27  Fundamentals  of  DOS 
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Data  Network/Mainframe  Classes 


USING  PERSONAL  SERVICES/PC  (PS/PC):    presented  by  Melanie  Coughlin  or  Irvin 
Vavruska  of  the  Applications  Services  Bureau. 

D/^TE:  September  14,  1990 

TIME:  8:30  am  to  12:00  noon 

PREREQUISITE:         Beginning  Microcomputer  Skills  and  experience  with 
WordPerfect 

PS/PC  allows  you  to  electronically  send  and  receive  messages  or  files.  A  document 
created  by  WordPerfect  can  be  distributed  to  any  other  person  also  usmg  PS/PC  by 
going  through  DISOSS  on  the  state's  mainframe. 

To  use  PS/PC  you  must  have  the  Personal  Services/PC  software,  a  3270  Emulation 
Program  and  adapter,  and  a  coaxial  cable  or  phone  line  connecting  your  PC  to  the 
mainframe. 


PERSONAL  MANAGER  (PM):    presented  by  Melanie  Coughlin  or  Irvin  Vavruska  of 
Applications  Services  Bureau 

DATE:  September  14,  1990 

TIME:  1:00  pm  to  4:30  pm 

PREREQUISITE:         Beginning  Microcomputer  Skills  or  Basic  Terminal  Skills 

Personal  Manager  is  a  calendaring  product  available  through  the  Division's  mainframe. 
It  is  used  for  scheduling  meetings  (for  yourself  and  others)  and  vacations,  reservmg 
resources  like  conference  rooms,  and  even  taking  telephone  messages. 
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n^TRODUCnON  TO  JCL:    presented  by  Jeff  Holm  of  the  Application  Services 
Bureau 

DATE:  September  17  through  20,  1990 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:         TSO/SPF  skills  and  TSO  Logon  ID 

This  course  is  designed  for  programmers,  I/O  controllers,  operations  technicians  or 
users  of  report-writing  software  who  submit  jobs  on  ISD's  system. 

This  course  will  cover: 

Syntax  and  coding  of  IBM  Job  Control  Language  (JCL) 

MVS  operating  system 

How  to  handle  datasets  and  device  assignments 

Some  of  the  IBM  utilities 

Troubleshooting  and  interpreting  system  messages 

Hands-on  experience  writing  and  executing  JCL 


A Ucrocof nputer  Classes 


BEGINNING  MICROCOMPUTER  SKILLS:   presented  by  the  staff  of  the  Application 
Services  Bureau  or  The  Computer  School 

DATE:  September  4,  1990 

TIME:  8:15  am  to  4:30  pm 

PREREQUISITE:         None 

This  course  will  give  participants  brief  hands-on  experience  with  microcomputers. 
Topics  to  be  covered: 

The  machine  Spreadsheets  and  graphics 

The  operating  system  File  Management 

Word  processing  Communications 

All  class  time  will  be  spent  using  microcomputers  and  software.   The  participant  will 
learn  what  microcomputers  can  do  and  how  to  approach  them  with  a  positive  attitude. 
This  course  or  its  equivalent  is  a  prerequisite  for  other  microcomputer  courses. 
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FUNDAMENTALS  OF  DOS:    presented  by  the  staff  of  the  Application  Services 
Bureau  or  The  Computer  School 

DATE:  September  27,  1990 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:         Beginning  Micro  Skills  and/or  3  months  micro  experience 

FUNDAMENTALS  OF  DOS  is  intended  for  microcomputer  users  who  need  to  know 
more  about  controlling  their  microcomputer  through  its  operating  system.    Program- 
ming experience  is  NOT  required. 

Topics  to  be  covered  include: 

What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

DOS  names  for  peripherals 

File  naming 

Special  files  like  CONFIG.SYS 

Internal  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their 

variations 

External  commands  -  FORMAT,  SYS,  DISKCOPY,  CHKDSK,  MODE 

How  to  interpret  batch  files 

Backup  procedures 


INTERMEDIATE  DOS:    presented  by  the  staff  of  the  Application  Services  Bureau  or 
The  Computer  School 

DATE:  September  12,  1990 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:         Fundamentals  of  DOS  or  appropriate  experience 

This  class  is  designed  to  follow  the  Application  Services  Bureau's  "Fundamentals  of 
DOS"  class.    It  is  not  designed  for  programmers  and  does  not  intend  to  teach  all  the 
advanced  features  of  the  operating  system. 

The  topics  that  are  covered  in  "Intermediate  DOS"  are: 
ATTRIB  MODE 

DISKCOMP  SELECT 

REPLACE  LABEL 

JOIN  XCOPY 

Other  features  of  the  Disk  Operating  System  that  will  be  discussed  are: 
Filters  (FIND,  MORE) 
Batch  File  Creation  (EDLIN,  Batch  file  commands) 
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INTRODUCTION  TO  WORDPERFECT  5.0:    presented  by  the  staff  of  the  Applica- 
tion Services  Bureau  or  The  Computer  School 

DATE:  September  10  and  11,  1990 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  12:00  noon  on  second  day 
PREREQUISITE:         Beginning  Microcomputer  Skills 

This  class  is  designed  for  beginning  users  of  WordPerfect  5.0.    Experience  with 
WordPerfect  4.2  is  not  necessary.    The  class  will  take  the  participants  through  the 
fundamentals  of  creating,  printing,  and  editing  documents.    The  new  Setup  feature  will 
be  discussed.    Formatting  documents  as  they  are  created  and  after  creation  will  be 
covered.    Some  of  the  time  saving  features  such  as  spell  check,  merges,  block  functions 
and  macros  will  also  be  covered. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.0:    presented  by  staff  of  Applica- 
tion Services  Bureau  or  The  Computer  School 

DATE:  August  20  and  21,  1990 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  12:00  noon  on  second  day 
PREREQUISITE:         Beginning  Microcomputer  Skills 

Introduction  to  WordPerfect  5.0 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes, 
column  generation,  sorting  capabilities,  dual  document  editing,  changing  fonts  within  a 
document,  creating  style  sheets  and  master  documents,  keyboard  layout,  compose  and 
graphics. 


INTRODUCriON  TO  WORDPERFECT  5.1:    presented  by  the  staff  of  the  Applica- 
tion Services  Bureau  or  The  Computer  School 

DATE:  August  13  and  14,  1990 

September  20  and  21,  1990 
TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  12:00  noon  on  second  day 
PREREQUISITE:         Beginning  Microcomputer  Skills 

This  class  is  designed  for  those  users  new  to  WordPerfect  5.1.    No  prior  experience 
with  WordPerfect  is  necessary.   This  class  will  lead  participants  from  the  basics 
(creating,  editing  and  printing.    Progressively  advanced  features  (formatting,  spell  check, 
block  functions  and  others)  will  also  be  covered. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.1:   presented  by  the  staff  of  the 
Application  Services  Bureau  or  The  Computer  School 

DATE:  August  27  &  28,  1990 

TIME:  8:30  am  to  3:30  pm  first  day 

8:30  am  to  12:00  noon  second  day 

PREREQUISITE:         Beginning  Microcomputer  Skills  and  Introduction  to  WordPer- 
fect 5.1 

This  class  is  geared  for  the  people  who  are  proficient  in  the  basics  of  WordPerfect  5.1. 
Topics  include  footnotes,  text  columns,  sorting,  style  sheets,  master  documents,  keyboard 
layout  and  graphics.    Some  of  the  new  features  will  also  be  covered  such  as  tables, 
advanced  merging  and  labels. 

CONVERSION  OF  WORDPERFECT  5.0  TO  5.1:    presented  by  the  staff  of  the 
Application  Services  Bureau 

DATE:  August  29,  1990 

TIME:  8:30  am  to  12:00  noon 

PREREQUISITE:         Beginning  Microcomputer  Skills,  Introduction  to  WordPerfect 

This  class  is  designed  for  those  people  with  previous  experience  in  WordPerfect  5.0  and 
are  facing  WordPerfect  5.1.  The  class  is  a  hands-on  experimenting  with  the  brand  new 
features  implemented  into  the  new  version  and  the  features  that  have  changed. 


PiW  u 


Spreadsheet  Classes 


INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  2.2:    presented  by  the  staff  of  the 
Application  Services  Bureau  or  The  Computer  School 

DATE:  August  22  and  23,  1990 

September  6  and  7,  1990 
TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:         Beginning  Microcomputer  Skills 

This  class  is  designed  for  people  with  little  or  no  Lotus  1-2-3  experience. 

This  class  will  concentrate  on  using  1-2-3  Release  2.2  to  design,  create,  edit  and  print 
spreadsheets  and  to  create  graphics.    Some  intermediate  features  such  as  the  new 
Allways  Add-In  product  will  be  used  to  enhance  the  printing  of  spreadsheets  and 
graphs. 

Class  will  consist  of  instructions  and  hands-on  practice  with  available  lab  time  to  build 
spreadsheets  of  participant's  choosing. 


INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  3.0:    presented  by  the  staff  of  the 
Application  Services  Bureau  or  The  Computer  School 

DATE:  August  15  and  16,  1990 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:         Beginning  Microcomputer  Skills 

This  class  is  designed  for  people  with  little  or  no  Lotus  1-2-3  experience. 

This  class  will  cover  design,  creation,  printing  and  editing  of  1-2-3  Release  3.0's  3- 
dimensional  spreadsheets.    Connecting  these  spreadsheets  with  use  of  formulas  will  also 
be  included.    Also,  several  graphic  features,  use  of  multiple  spreadsheets  within  a  single 
file  and  ability  to  have  multiple  files  open  at  the  same  time  will  be  incorporated. 

Class  will  consist  of  instructions  and  hands-on  practice  with  available  lab  time  to  build 
spreadsheets  of  participant's  choosing. 
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SPREADSHEET  DESIGN  AND  DOCUMENTATION:    presented  by  the  staff  of 
Applications  Services  Bureau 

DATE:  September  5,  1990 

TIME:  8;30  am  to  4:30  pm 

PREREQUISITE:         Introduction  to  Lotus  1-2-3 

This  class  will  emphasize  the  importance,  effectiveness  and  the  organizational  benefits 
of  good  spreadsheet  design  and  documentation.    The  Lotus  1-2-3  spreadsheet  program 
will  be  used  to  demonstrate  good  and  bad  techniques.    Some  methods  to  track  down 
common  mistakes  and  logic  problems  will  be  covered. 


CONVERSION  FROM  LOTUS  2.01  TO  2.2:    presented  by  the  staff  of  Application 
Services  Bureau 

DATE:  September  13,  1990 

TIME:  1:00  pm  to  4:30  pm 

PREREQUISITE:         Beginning  Microcomputer  Skills  and  Introduction  to  Lotus  1-2-3 
Rel.  2.01 

This  class  is  designed  for  anyone  upgrading  from  2.01  to  2.2 

Emphasis  will  be  placed  on  new  features  of  2.2  worksheets  such  as: 
referencing  data  from  separate  worksheet  files 
UNDO  feature 

search/replace  of  formulas  or  data 
set  or  reset  width  of  range  of  columns 
auto  creation  of  backup  files 

new  setting  sheets  to  display  information  for  printing,  graphing,  defaults  and 
various  database  settings 

Also  covered  will  be  some  new  graphic  enhancements  such  as: 

•  legends  wrapping  to  2  or  more  lines 

•  staggering  X  axis  labels 

•  grouping  data  (Quick  Graph,  Multiple  graph  legends  and  data  labels) 

Along  with  the  above,  spreadsheet  printing  using  the  new  Allways  Add-In  package  will 
be  experimented  with. 


Database  Classes 


MICRO  DATABASE  CONCEFI'S  AND  DESIGN:    presented  by  staff  of  Applications 
Services  Bureau 

DATE:  September  24,  1990 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:         Beginning  Microcomputer  Skills 

This  class  is  designed  to  give  participants  a  primary  understanding  of  what  a  relational 
database  is  and  how  it  compares  to  other  products  like  Lotus  1-2-3  and 
PFS:Professional  File.    The  class  teaches  database  design  techniques  and  is  a  prerequi- 
site for  other  database  classes  offered  by  the  Information  Center. 


BEGINNING  R:BASE::    presented  by  staff  of  Application  Services  Bureau 
DATE:  September  25  and  26,  1990 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:         Beginning  Microcomputer  Skills  and  Micro  Database  Concepts 
and  Design 

This  class  will  give  participants  hands-on  experience  creating  a  database  and  developing 
a  simple  application  with  R:Base  for  DOS.    The  application  will  include  database 
updates,  queries,  and  simple  forms  and  reports  generation.    "Prompt  by  Example"  and 
"Express"  will  be  used. 


Free  Training 


WORDPERFECT  5.1  TIPS  AND  TRICKS:    presented  by  Melanie  Coughlin  of  the 
Application  Services  Bureau 

DATE:  August  29,  1990 

TIME:  1:00  pm  to  4:00  pm 

PREREQUISITE:         Experience  with  WordPerfect  5.1 

This  demonstration  session  will  shortcuts  and  helpful  hints  in  areas  such  as  editing,  the 
new  justification  and  tab  feature,  list  files,  graphics,  printing,  tables  and  macros.    These 
were  learned  from  this  year's  WordPerfect  Conference  put  on  by  employees  of 
WordPerfect  Corporation. 

Bring  a  blank  formatted  diskette.    The  Application  Services  Bureau  will  provide  you 
with  shortcut  files  to  help  make  work  a  little  easier. 


ISD  CLASS  ENROLLMENT  APPLICATION 
COMPLETE  THIS  APPLICATION  IN  FULL  AND 
RETURN  TO  APPLICATION  SERVICES  BUREAU 

PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Requested: 
Date  Offered: 


STJDENT  DATA 


Soc  Sec  Nbr  (for  P/P/P) : 

Agency  &  Division:  

Nailing  Address:  


Phone : 


How  have  you  met  the  required  prerequisites  for  this  course?  Explain 
giving  the  class(es)  taken.  Information  Services  Division  tutorial(s) 
completed,  and/or  experience. 


BILLING  INFORMATION/ AUTHORIZATION 


Are  you  an  ISD  subscribing  agency: 

ISD  Billing  Number  (5  digits):  

Authorized  Signature:  


FDIJ.  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS  CANCELLATIONS  ARE  HADE 
THREE  DAYS  BEFORE  THE  DATE  FOR  EACH  CLASS. 
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